WIA, Title II Core Performance Follow-Up Survey: EMAIL

Instructions

1. Generate list of randomly selected students for follow-up using the TOPSpro Enterprise (TE) California Core Performance Wizard. In TE, go to Tolls and click the California Core Performance Wizard. For more detailed instructions for generating the report and entering survey responses, please refer to the California WIA, Title II Core Performance Follow-up Survey Overview. A separate list will be generated for each Core Performance Measure for those enrolled in on-site programs and for distance learners.

2. Disseminate surveys via U.S. mail, e-mail, or phone.
· Please copy and paste the exact text from one of the three separate surveys below for each student according to the list for each measure. 

· Print the student name on the survey so that individual survey response from each student can be entered in TE.
· Indicate the quarter that the student exited the program.

· Indicate if the student is a distance learner.
3. Enter all survey results in TE. To access the Core Performance student list on the TE Organization menu, click Agencies. Refer to the Navigator bar on the left side and click Core Performance Measures.

Follow-up Survey: Entered College or Training

(Date):
Student Name: (Please print the student name before sending the survey)
Program Year/Quarter (1/2/3/4):

Distance Learner (Yes/No):
(Your agency name here) is interested in helping its students meet their goals. Please read the survey below and answer the questions to the best of your ability. We are sending this because one of your goals when you came to our program was to continue your education. Your answers to the questions below are important to help us improve our program.
Please follow the instructions below and reply to this e-mail by ​(Date to Return). Your personal information and response will NOT be shared with anyone, and the results of this survey will be kept confidential. 

Instructions:

1. Click “Reply” to this e-mail

2. Answer the survey questions below. Type your answers next to the question.

3. Click “Send” to submit your answers
Follow-up Survey for Adult Education Programs

–Entered College or Training–
1. After you stopped attending class at (Your School Name Here), did you enroll in any other education or training program? This can include a University, community college, job training program, or other school.



Type Yes or No Here: ________________

2. Do you have any other comments about your adult education classes? 

Type Answer Here: 

Thank you for your help!

Follow-up Survey: Entered Employment
Student Name: (Please print the student name before sending the survey)
Program Year/Quarter (1/2/3/4):

Distance Learner (Yes/No):
(Your agency name here) is interested in helping its students meet their goals. Please read the survey below and answer the questions to the best of your ability. We are sending you this survey because when you enrolled you had indicated that you were unemployed. Your answers to the questions below are important to help us improve our program.
Please follow the instructions below and reply to this e-mail by ​(Date to Return). Your personal information will NOT be shared with anyone, and the results of this survey will be kept confidential. 

Instructions:

1. Click “Reply” to this e-mail

2. Answer the survey questions below. Type your answers next to the question.

3. Click “Send” to submit your answers
Follow-up Survey for Adult Education Programs

–Get a Job–
1. Did you get a job? 



Type Yes or No Here: ________________

2. Do you have any comments about your adult education classes? 

Type Answer Here: 

Thank you for your help!
Follow-up Survey:  Retained Employment
Student Name: (Please print the student name before sending the survey)
Program Year/Quarter (1/2/3/4):

Distance Learner (Yes/No):
(Your agency name here) is interested in helping its students meet their goals. Please read the survey below and answer the questions to the best of your ability. We are sending you this survey because when you enrolled you had indicated that you were employed. Your answers to the questions below are important to help us improve our program.
Please follow the instructions below and reply to this e-mail by ​(Date to Return). Your personal information will NOT be shared with anyone, and the results of this survey will be kept confidential. 

Instructions:

1. Click “Reply” to this e-mail

2. Answer the survey questions below. Type your answers next to the question.

3. Click “Send” to submit your answers
Follow-up Survey for Adult Education Programs

–Retain a Job–

1. Did you have a job while you were in class?
Type Yes or No Here: ____________________________

2. If yes, do you still have a job now?
Type Yes or No Here: ____________________________

3. Do you have any comments about your adult education classes? 

Type Answer Here: 

Thank you for your help!
